
 

  

PPLANNINGLANNING  & B& BUILDINGUILDING  SSERVICESERVICES  
  

AAAPPLICATIONPPLICATIONPPLICATION   RRREVIEWEVIEWEVIEW   PPPROCEDURESROCEDURESROCEDURES   FORFORFOR   PPPROJECTROJECTROJECT   PPPERMITSERMITSERMITS   

GGENERALENERAL  IINFORMATIONNFORMATION   
                                             
  
The following procedures outline how „project permits‟ will be processed by the City of Liberty Lake 
Planning & Building Services. Project permits include larger scale building and grading permits that 
require SEPA, plats, binding site plans, conditional use permits, variances, zone reclassifications, etc., 
and other city permits subject to the State Environmental Policy Act. The City‟s Application Review 
Procedures for Project Permits enable the City, the applicant, and the public to reasonably review 
applications and participate in the local decision-making process in a timely and effective way that 
complies with state law. The City utilizes a consolidated project permit process which provides for 
combined processing of multiple permits issued by the City of Liberty Lake related to a specific project 
and environmental review on that project. Consolidated project review also provides for coordinated 
meetings and hearings, as applicable, associated with the project. Processing time for project permits 
vary depending on the type of project permit, however generally processing is completed between a 45 
and 120 day timeframe. Applicants that promptly prepare and supply required items will aid in 
expediting the overall process.  
 
This handout serves as a brief overview on the City‟s Application Review Procedures for Project 
Permits. For more information on specific project permit requirements, please refer to the City of Liberty 
Lake Development Code.  

 

PPROJECTROJECT  PPERMITERMIT  PPROCEDUREROCEDURE  TTYPESYPES   
                                             

   
The procedure “type” assigned to each permit governs the decision-making process for that permit. 
There are five types of permit / decision-making procedures: Exempt, Type I, Type II, Type III, and 
Type IV. These procedures types and the projects associated with each procedure type are described 
below. 
 
EXEMPT PROJECTS - Exempt projects do not require project permit review processes because they 
are generally smaller scale permits or administrative actions by Planning & Building Services that are 
not required to go through public notice provisions, full agency review, or State Environmental Policy 
Act (SEPA) review. Decisions on Exempt Projects are made by Planning & Building Services and 
depending on the type and complexity of the project, review time can vary, however, it is the City‟s goal 
to process projects as quickly as possible.  
 
The following projects, listed at the top of Page 2, are exempt from the full project permit review 
process:   
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Accessory Dwelling Units  

Administrative Interpretations and Minor Modifications 

Approach Permits  

Class A Variance 

Commercial, Industrial, Grading, & other building permits that may require a site plan review 
meeting and design review, but do not require SEPA *  

(* The City may determine that a project needs to be classified as a Type I project    
 due to its location or complexity).  

Major modifications to existing Commercial, Industrial, Grading, & other building permits that 
may require a site plan review meeting and design review, but do not require SEPA.  

Mechanical & Plumbing Permits 

Boundary Line Adjustments 

Home Occupation Permits 

Public Assembly Permits 

Right of Way Permits 

Sign & Temporary Sign Permits 

Temporary Use Permits 

Street Vacations (Requires a final City Council approval)  
 
TYPE I PROJECTS - Type I project permits are generally administrative decisions that usually require 
SEPA with minimal notice requirements, and decisions are made by the Director or his or her designee, 
without a public hearing. The Type I procedure is used when there are clear and objective approval 
criteria, and applying City standards and criteria requires no use of discretion. The following projects 
are classified as Type I projects: 

Commercial, Industrial, Grading, & other building permits that require SEPA: 

Residential dwelling units with 21 or more units 

Office, school, commercial, recreational, service, or storage buildings, 12,000 square feet 
or greater in size or uses with 40 or more parking spaces 

Parking lots with 40 or more parking spaces 

Landfills and excavations of 500 cubic yards or greater 

Major modifications to existing Commercial, Industrial, Grading, & other building permits that 
require SEPA 

Manufactured Home Parks 

Preliminary Binding Site Plans (BSP) or Change of Conditions to an existing BSP 

Short Plats 

Top Soil Removals 
 

TYPE II PROJECTS - Type II project permit decisions are Hearing Examiner decisions that require an 
'open record' public hearing before the Hearing Examiner, full public notice, and they may or may not 
require SEPA. The 'closed record' appeal of a Type II decision is heard by the City Council. The 
following projects are classified as Type II projects:  

Conditional Use Permits or major modifications to an existing permit  

Shoreline Permits 

Special Use Permits 

Class B Variances 
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TYPE III PROJECTS - Type III project permit decisions are City Council decisions that require an 'open 
record' public hearing before the Hearing Examiner and approval by the City Council after an additional 
'closed record' public hearing where the Council reviews the Hearing Examiner's recommendation and 
the public record. Type III projects may or may not require SEPA and project decisions generally use 
discretionary approval criteria. Appeals are reviewed by the Spokane County Superior Court. The 
following projects are classified as Type III projects: 

Change of Conditions or Amendments to an existing Plat or PUD (Major Modification) 

Preliminary Planned Unit Developments (PUD) 

Preliminary Plats 

Property Rezones (individual properties) 
 

TYPE IV PROJECTS - Type IV procedures apply to legislative matters and Type IV projects are not 
project permits. Legislative matters involve the creation, revision, or large-scale implementation of 
public policy (e.g., adoption of land use regulations, zone changes, and comprehensive plan 
amendments which apply to entire districts).  Type IV matters are considered initially by the Planning 
Commission with final decisions made by the City Council. The project permit 120 day process timeline 
shall not apply to Type IV projects and Type IV projects shall only be reviewed once a year. See 
Section 10-4B-5 of the City Development Code for specific information governing Type IV projects. 
Although Type IV projects may utilize some of the process steps, they are not considered project 
permits and have only been included for comparison purposes.  

For additional information concerning Type IV Projects and their review procedures, consult the City of 
Liberty Lake Development Code, City Comprehensive Plan, or City Brochure - Comprehensive Plan & 
Development Code Amendments. The following projects are classified as Type IV projects: 

Comprehensive Plan Initial Adoption & Amendments 

Development Regulations Initial Adoption & Amendments  

 

PPROJECTROJECT  PPERMITERMIT  RREVIEWEVIEW  PPROCESSROCESS  & T& TIMELINEIMELINE   
                                             

 
The following procedures outline a chronological process for local review of project permits with 
specifics for each project type being specified. Some review process steps may not apply to all project 
types or some processes may be waived at the discretion of the City and as allowed by state law. 
Additionally, some projects, due to their size, complexity, location, etc. may require additional technical 
review. If applicable, as a part of the review process and notice provisions for project permits, all plats, 
short plats, development permits, and building permits issued for development activities on, or within 
five hundred feet of, lands designated as agricultural lands, forest lands, or mineral resource lands, 
shall contain a notice that the subject property is within or near designated agricultural lands, forest 
lands, or mineral resource lands on which a variety of commercial activities may occur that are not 
compatible with residential development for certain periods of limited duration. The notice for mineral 
resource lands shall also inform that an application might be made for mining-related activities, 
including mining, extraction, washing, crushing, stockpiling, blasting, transporting, and recycling of 
minerals.  

See table at the top of Page 4 for review process requirements.  
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X = required for permit type  

X
1 
= projects may be required to go through a site plan review meeting and design review or City consultation 

prior to application approval and permit issuance 

X
2 
= Notice of Decision or building / grading permit issuance  

 

STEP 1 - PRE-APPLICATION CONFERENCES.   

When a Pre-Application Conference / Site Plan Review form is completed and submitted with 4 copies 
(11x17 or larger) of the preliminary site plan w/ site analysis (see below), preliminary floor plans,  
preliminary elevations with materials and colors, color perspective rendering of the front elevation, and 
.pdfs of the drawings to the City by the project applicant, as applicable, the project permit process 
begins with the scheduling of a Pre-Application Conference / Site Plan Review Meeting. The meeting is 
usually held within three weeks from the date the completed form is submitted to the City. Prior to the 
scheduled meeting, the project is usually reviewed by the Design Review Subcommittee to ensure that 
the project is in compliance with the City standards for building design, orientation, etc. at the earliest 
possible stage of the process. 

Pre-application conferences provide permit applicants with information regarding what general 
requirements must be met to process an application packet and the project permit review process. At 
pre-application conferences, the City will, as applicable: 

Cite the comprehensive plan policies and map designations applicable to the proposal; 

Cite the development code provisions, including substantive and procedural requirements 
applicable to the proposal; 

Provide available technical data and assistance which will aid the applicant; 

Identify other governmental policies and regulations that relate to the application; 

Reasonably identify other opportunities or constraints concerning the application; and  

When drawings are provided prior to the pre-application conference, feedback from the design 
review subcommittee may be provided, if applicable. 
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Review Process Requirements Exempt 
Projects 

Type I Type 
II 

Type 
III 

Type 
IV 

Pre-Application Conference X
1
 X X X X 

Submittal of Application Packet and SEPA Checklist (as applicable) X X X X X 

Determination of Completeness (DOC)   X X X   

Notice of Application (NOA)   X X X   

Technical Review   X X X   

Notice of Hearing           

Planning Commission Public Hearing         X 

Hearing Examiner Public Hearing     X X   

City Council Public Hearing       X X 

Notice of Decision   X
2
 X X X 

Appeals           

Hearing Examiner Administrative Appeal   X       

City Council Administrative Appeal    X X    

Judicial / Growth Management Hearings Board Appeal    X X X X 



 

  

STEP 2 - SUBMITTAL OF APPLICATION PACKET & SEPA CHECKLIST (AS APPLICABLE). 

The City of Liberty Lake requires substantially complete application packets to be submitted, after the 
Pre-Application Conference has been held, in order to expedite the review process, if possible. 
Applicants that promptly supply and prepare required items will aid in expediting the overall process. 
The following outlines the minimum application requirements: 

Application shall be made on forms provided by the City and shall include information 
requested on the application form which addresses the criteria with sufficient detail for review 
and action. 

Required submittals for each project shall be supplied with the completed application, including 
a City of Liberty Lake SEPA Checklist, if applicable.  

Fees shall be established by Planning & Building Services per the adopted fee schedule. 

The Applicant shall contact the City Project Coordinator to schedule an application submittal meeting. 
 

STEP 3 - DETERMINATION OF COMPLETENESS (DOC).  

The Determination of Completeness (DOC) is issued to permit applicants to advise them that the 
necessary paperwork has been submitted, including complete application packets and a SEPA 
checklist (if applicable) or what items need to be submitted to make the application packet complete. 
The “procedural submission requirements“ of the City have been met so City departments and other 
public agencies can begin review of an application packet, or if all required application packet 
documents have not been included, what is still needed. Preliminary SEPA review, if applicable, is also 
conducted during this phase. Issuance of a DOC shall not preclude the City from requesting additional 
information or studies either at the time of the Determination of Completeness or subsequently if new 
information is required or substantial changes in the proposed action occur. Please consult the City of 
Liberty Lake Development Code about the process for handling changes or additions to the application 
after the issuance of a Determination of Completeness.  

To prepare for the Notice of Application (NOA), The City will supply the applicant with the required 
notice preparation instructions.  
 

STEP 4 - NOTICE OF APPLICATION (NOA). 

The City shall provide a Notice of Application (NOA) to the public, and the departments and agencies 
with jurisdiction, that an application has been submitted and that the opportunity for comment is 
available within the defined fourteen (14) calendar day comment period. Notice occurs via mail / email, 
posting on the City website, publication in the official City newspaper, and on-site signage, as 
applicable. The NOA is completed within 14 days of the DOC and provides for a 14-day comment 
period. During this phase, preliminary State Environmental Policy Act (SEPA) threshold determination 
would also be covered (if applicable). The NOA may be combined with the Notice of Public Hearing 
below. 

When the City is the lead agency for SEPA, the Optional Determination of Nonsignificance 
"Optional DNS" process may be used where the SEPA checklist is routed for comment with the 
NOA and the City may make a preliminary SEPA threshold determination concurrently with the 
NOA. The NOA may also be combined with a scoping notice for a determination of significance 
(DS) or the City may issue a determination of significance and scoping notice prior to the NOA. If 
the optional DNS process mentioned is not being used, a Determination of Nonsignificance (DNS) 
or Mitigated Determination of Nonsignificance (MDNS) threshold determination must be issued 
after the NOA. For Type III and Type IV projects, if the SEPA threshold determination requires 
public notice, the City shall issue the threshold decision at least fifteen (15) calendar days prior to 
the open record pre-decision hearing before the Hearing Examiner or Planning Commission, as 
applicable. 
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Notice Requirements - Mailings 

Refer to Notification Instructions Handout for your project type 

Notice Requirements - On-Site Signage 

Refer to Notification Instructions Handout for your project type 

Notice Requirements - Publication 

Type I, Type II, and Type III Project Permits: The City shall publish a Notice of Application in the 
official City newspaper and on the City website, at least one week prior to the end of the NOA 
comment period. 

Project review also occurs during the NOA comment period and comments are supplied to the 
applicant after the conclusion of the NOA comment period. 

STEP 5 - TECHNICAL REVIEW. 

Technical Review is a process where City staff and affected agencies review proposals for consistency 
and conformance with applicable regulations and to finalize proposed conditions of approval for the 
project in preparation for the project to proceed to a public hearing, administrative decision, or permit 
issuance, as applicable. A Technical Review Meeting is optional for Type I projects and required for 
Type II and Type III projects, per the discretion of the City. At the meeting, affected agencies and City 
staff present the applicant with comments on the project and the proposed conditions of approval prior 
to the public hearing, administrative decision, or permit issuance, as applicable. This review process 
should occur within 14 days of the close of the comment period for the NOA. A final SEPA 
determination (if applicable) would also be made prior to or during the Technical Review period. An 
additional Technical Review Meeting may be required on some Type I projects prior to permit issuance, 
depending on project complexity, as determined by the City. 

To prepare for the Notice of Hearing (NOH), The City shall supply the applicant with the required notice 
preparation instructions, if applicable. 

STEP 6 - NOTICE OF HEARING (NOH) - NOT APPLICABLE FOR TYPE I PROJECT PERMITS. 

The City shall provide a Notice of Hearing to the public, and the departments and agencies with 
jurisdiction that proposals (Type II & Type III projects) requiring a public hearing have been scheduled 
for an 'open record‟ hearing before the Hearing Examiner. At the hearing(s), individuals and agencies 
can provide testimony. This notice occurs via the mail / email, posting on the City website, publication in 
the official City newspaper, and on site signage, as applicable. Additionally, the Director or his or her 
designee shall prepare a staff report for the Hearing Examiner, that summarizes the application(s) and 
applicable decision criteria, and provides findings of conformance and/or non-conformance with the 
criteria. The staff report should also provide a recommended decision of: approval; denial; or approval 
with specific conditions that ensure conformance with the approval criteria. Hearing bodies may 
continue any hearing, and no additional notice of hearing shall be required if the matter is continued to 
a specified place, date, and time. For Type III project permits, the Hearing Examiner's decision is a 
recommendation to the City Council. The City Council will conduct an additional 'closed record' public 
hearing at a regularly scheduled City Council meeting to render the final decision.  

Notice Requirements - Mailings 

Refer to Notification Instructions Handout for your project type 

Additionally, parties of record, as applicable, will be notified of the public hearing 
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Notice Requirements - On-Site Signage 

Refer to Notification Instructions Handout for your project type 

The sign(s) shall be removed immediately after the expiration of the appeal time frame for the 
decision of the Hearing Examiner or the City Council, as applicable, unless the decision is 
appealed. 

Notice Requirements - Publication 

Type II and Type III Project Permits: The City shall publish a Notice of Hearing in the official City 
newspaper and on the City website, at least ten (10) calendar days prior to the hearing stating the 
date, time, place, and purpose of the hearing. 

 

STEP 7 - NOTICE OF DECISION (NOD). 

Type I Project Permits: The Notice of Decision to approve, conditionally approve, or deny the 
application is issued by the Community Development Director, or designee, after reviewing the 
staff recommendation on the project. The notice shall be provided to the applicant, the Spokane 
County Assessor, and to any person who, prior to the rendering of the decision, requested notice 
of the decision or submitted substantive comments on the application. Additionally, notice shall be 
published in the official City newspaper and on the City website. The building or grading permit for 
the project may be issued concurrently with or after the issuance of the NOD, unless additional 
review is required as a condition of approval for the project.   

Type II Project Permits: The Notice of Decision to approve, conditionally approve, or deny the 
application is issued by the Community Development Director, or designee after receiving the 
Hearing Examiner‟s decision. The written decision contains findings and conclusions that evidence 
and support the decision. The notice shall be provided to the applicant, the Spokane County 
Assessor, and to any person who, prior to the rendering of the decision, requested notice of the 
decision or submitted substantive comments on the application. Additionally, notice shall be 
published in the official City newspaper and on the City website.  

Type III Project Permits: The Notice of Decision to approve, conditionally approve, or deny the 
application is issued by the Community Development Director, or designee and approved by the 
Mayor following the final public hearing before the City Council that considered the Hearing 
Examiner's recommendation. The written decision contains findings and conclusions that evidence 
and support the decision. Additionally, the notice contains a statement of any threshold 
determination and the procedures for appeal. The notice shall be provided to the applicant, the 
Spokane County Assessor, and to any person who, prior to the rendering of the decision, 
requested notice of the decision or submitted substantive comments on the application. 
Additionally, notice shall be published in the official City newspaper and on the City website. 

Notice Requirements - Mailings 

Type II and Type III Project Permits: Parties shall receive notification as follows: 

The applicant shall receive the notice by certified mail, 

Parties of record, the Spokane County Assessor, and those that requested notice of the 
decision shall receive notification by regular mail. 

Notice Requirements - Publication 

Type I, Type II, and Type III Project Permits: The City shall publish a Notice of Decision on the 
City website and in the official City newspaper. 
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APPEAL PROCEDURES. 

For more information on appeals procedures, consult the City of Liberty Lake Development Code.  

TIME COMPUTATION.   

In computing any period of time prescribed or allowed by the Development Code, the day of the act or 
event from which the designated period of time begins to run shall not be included.  The last day of the 
period so computed shall be included, unless it is a Saturday or legal holiday, including Sunday, in 
which event, the period runs until the end of the next day which is not a Saturday or legal holiday. 

NEIGHBORHOOD MEETINGS.  

Applicants are encouraged to meet with adjacent property owners and neighborhood representatives 
prior to submitting their project permit application and throughout the review process in order to solicit 
input and exchange information about the proposed development. In some cases, the Director may 
require the applicant to meet with a City-recognized neighborhood association or group prior to 
accepting an application as complete. 

                                           
 
 
Please note that while every effort is made to ensure the accuracy of the information contained in this 
brochure it is not warranted for accuracy. This document is not intended to address all aspects or 
regulatory requirements for a project and should serve as a starting point for your investigation. 
 
For detailed information on a particular project, permit, or code requirement refer directly to applicable 
file and/or code/ regulatory documents or contact the City of Liberty Lake Planning & Building Services. 

 

FFOROR  MMOREORE  IINFORMATIONNFORMATION  PPLEASELEASE  CCONTACTONTACT::  

LIBERTY LAKE PLANNING AND BUILDING SERVICES 
22710 E. COUNTRY VISTA DRIVE, LIBERTY LAKE,  WA 99019 

TELEPHONE: (509) 755-6707,  FAX: (509) 755-6713 
WWW.LIBERTYLAKEWA.GOV 
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